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EDITORIAL 


The Age of Information Sharing-- Productivity is a function of 
data accessibility and communications; by Don Johnson, Editorial, 
GSt., p.6. 


Are We Forgetting Senior Executives In The Push To Technology?-- 
William Olcott; Editorial, May, p./7. 


Are You Living In The Past?-- When it comes to office procedures, 
don't be a manager who's living in the past; by Don Johnson, Edi- 
torial, Dec., p.7. 


The Best Approach To Negotiating Is To Aim For A Result Where 
Everyone Wins-- The nature of data processing requires the use of 
the art of negotiating; by Alan Hoffberg, ED Perspective, Sept., p.80. 


Computer Crime-- It's up to businesses to draw the line; by William 
Olcott, Apr., p./. 


Many Executives And Managers Resist Computers-- Can anything be 
done to turn this around?-- by William Olcott, Editorial, June, p.7. 


The Office Automation Conference-- OA survivors and radiation 
hazards; by William Olcott, Editorial, Mar., p.7. 


The Records Manager's Paradox-- Using technology to cope with 
problems caused by technology; by Don Johnson, Editorial, Nov., p.7. 


Take A Closer Look At Equipment Service-- It's fast becoming a 
whole new ball game; by William Olcott, July, p.7. 


Understanding The Information Age-- Familiar explanations don't 


always explain what's really happening; by William Olcott, Editorial, 
Feb., p.8. 


Unions, Hurting For Members, Are Turning Their Sights On The Office-- 
Unions will be making a major effort to organize the 95% of office 
workers currently unorganized; by William Olcott, Editorial, Jan., 
p.7. 


Women And Blacks In Management-- A slow but steady climb; by William 
Olcott, Editorial, Aug., p.7. 
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DATA COMMUNICATIONS 


AT&T's New Multiple Option Ordering Philosophy-- Managers should 
take advantage of it to maintain quality; by Francis X. Dzubeck, 
Telecommunications, Aug., p.88. 


Bausch & Lomb Links Divisions With Microcomputer Network-- B&L 
adopts a new system called PACS/PC in order to link its numerous 
distant factories; Systems in Action. Nov., p.16. 


Cabling System Saves $100-150 Per Telephone/Terminal Relocation-- 
The new San Francisco headquarters of United States Leasing Inter- 
national, Inc., installs cable system by McMillan Electric; Systems 
in Action, Get., p.15. 


Canadian Defense Agency Integrates Incompatible Systems-- Linking 
diverse office products in a single network, the Canadian Dept. of 


National Defense is gaining productivity benefits; The Government 
Office, Dec., p.20. 


Design And Selection Guide To Local Area Networks-- A state-of-the 
art overview of available network approaches and topologies; by 
Lance Brilliantine, (A/M Special Report on LANs, Part 1), Oct., p.34,. 


The Development Of Software Standards-- It depends on the adoption 
of standardized programming techniques; by David Steinbrecher, 
Automation Outlook, July, p.9. 


DP Project Snags-- When the going gets tough, even DP department 
specialists can run into project snags; by Marty Gruhn, Information 
Systems, Jan., p.86. 


Equal Access # Equal Rates-- How to choose your primary long-distance 
phone company before it's chosen for you; by Frank Griesinger, Oct., 
p.52. 


Facsimile: One The Verge Of A Break-Through-- Rapid technological 
innovations have greatly enhanced the potential of facsimile devices; 
by Gail Siragusa, Aug., p.43. 


Fax Aids Agency-- Manning, Selvage & Lee, Inc., an international PR 
agency, has turned to facsimile equipment to speed its communications; 
Systems in Action, October, p.15. 


IBM's LANs: Only The Beginning-- The entry of IBM has legitimized 
the Local Area Network for both corporate America and software 
developers; by Michael Kleeman, Desktop Computing, Dec., p.62. 


LAN Dictionary-- Knowing the meaning of LAN-related words takes the 
confusion out of the many acronyms associated with networking; Oct., 
np. 3¢. 


Continued... 
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DATA COMMUNICATIONS -- PAGE 2 


The LAN Marketplace-- A partial listing of networks, software, 
bridges, gateways and other equipment to implement information 
sharing; (A/M Special Report on LANs, Part 3), Oct., p.42. 


Long-Distance Carriers-- Equal Access with one-plus dialing 
provides other alternatives; by Michael P. Richer, Guest Opinion, 
Feb., p.90. 


Multi-User Micro Instead of LAN-- Smaller users have other options, 
(A/M Special Report on LANs, Part 4); by Dr. Charles Grant, Oct., 
p.47. 


Network Serves Many Needs-- Georgia Tech's Atlanta company was 
linked to the computer center by its own leased line; Systems in 
Action, Dec., p.16. 


PC LANs Vs. Local Minicomputer Networks-- by Francis X. Dzubeck, 
DEC. , Puke. 


Private Satellite Network Links Remote Locations With Processing 
Site As Telephone Line Alternative-- Equatorial Communications, 
CA, offers private network for transaction processing applications; 
Technology Update, Sept., p.17. 


Productivity Plus For In-House Publications-- Rockwell slashes 
time, increases productivity; (A/M Special Report on LANs, Part 2), 
Get., p- 40. 


Reaping The Benefits of Central Dictation-- Modern recording 
technologies offer sophisticated transcription services; by William 
M. Cowan, Tools of Administration, Feb., p.43. 


"Server" Benefits LANs-- With a device called a 'server' the full 
potential of local area networks may finally come to fruitation; 
by Francis X. Dzubeck, Telecommunications, June, p.88. 


Upgrading Telephone Switching Systems-- Offerings of the major 
telecommunications equipment vendors; by Frank K. Griesinger, Mar., 
p.54. 


UTCC Introduces UTX-1001US PBX Unit-- Microchip technology makes 
voice/data telecommunications system affordable for smaller businesses; 
Technology Update, July, p.22. 
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DESKTOP COMPUTING 


Business Graphics Add New Dimensions To Decision Support-- This 
highly productive technology is now an integral part of the office 
scene; by William M. Cowan, Apr., p.85. 


California Project Emphasizes User Support-- The California Employ- 
ment Development Department reports that when computer terminals are 
introduced into an office, employees respond in predictable ways; 
The Government Office, Nov., p.18. 


Changing Role For PCs-- Advancement of local area networks means a 
changing role for PCs, with great functionality for end users; by 
David R. Brodwin, On Personal Computing, June, p.92. 


Computer Education-- For young people, there's a lot to learn about 
computers, it's important that you take an interest in their educa- 
tion; by Alan Hoffberg, ED Perspective, Jan., p.88. 


Cursor Controls For 'Hands-Off' Work-- Versatron Corp. develops a 
foot-operated cursor control device called Footmouse; Technolegy Up- 
date, Aug., p.54. 


Desktop Computer Preventive Maintenance-- Some tips that may help 
keep your PCs in action longer; by Simon H. Ruebens, Oct., p.73. 


IBM: The Next Five Years-- Plans include the implementation of a 
coherent office strategy, innovative new products, and first place in 
the office market; by John C. Hart, Apr., p.28. 


Image: The New Battleground-- Image storage and retrieval will be 
the next major battleground for manufacturers; by David R. Brodwin, 
Desktop Computing, Oct., p.80. 


Japanese Strides Continue-- The American information systems industry 
has yet to learn how to deal with Japanese competitions; by David R. 
Brodwin, Desktop Computing, Oct., p.80. 


Lap-Top Computers: What Potential Users Should Know-- Investigation 
and comparison of portable computer models; by David R. Brodwin and 
Miriam A. Hyman, Special Report, Feb., p.33. 


Major Vendors, Users Bypass NCC-- The National Computer Conference 
suffers changes due to general downturn in the computer industry; by 
David R. Brodwin, Desktop Computing, Oct., p.80. 


Micros Increase County Offices' Efficiency-- The installation of 
Canon AS-100 microcomputers helps St. Lawrence County, NY, offices to 
improve its efficiency; Systems in Action, Oct., p.1l6. 


Micro-To-Mainframe Link-- The development of effective micro-to- 
Mainframe communications is still 'just around the corner'; by 
Francis X. Dzubeck, Telecommunications, Feb., p.88. 


Continued... 
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DESKTOP COMPUTING -- PAGE 2 


On Personal Computing-- The ‘early adopter' PC market is now 
saturated -- simpler products are needed for new growth; by David 
R. Brodwin, On Personal Computing, Aug., p.87. 


Productivity Software-- 'Productivity' software is entering a bold, 
turbulent era -- the emphasis will be on automating the work of 
managers; by David R. Brodwin, On Personal Computing, Apr., p.87. 


Quick Guide To Using PC Spreadsheets-- You'll make the most of your 
desktop computer once you discover the ease of making and using 
customized spreadsheets; by C. Louis Hohenstein; Nov., p.38. 


Site Selection-- Ames Department Stores, Inc., CT, has adopted a 
computerized system to help identify the best possible sites for new 
stores; Systems in Action, Sept., p.62. 


Software Provides Faster Access-- Forest Service personnel analyze 
natural resource management alternatives on personal computers; by 
William A. Saxton and Morris Edwards, The Government Office, Sept., 
p.64. 


Software Scorecard-- Staff evaluations of the latest software packa- 
ges: "Ability", "The Marketeer"; Software Scorecard, Dec., p.19. 


Technological Evaluation-- With IBM and AT&T committed to the X.25 
network concept, rapid growth and market expansion should occur; by 
Francis X. Dzubeck, Telecommunications, April, p.88. 


Tracking Cabs-- The Taxi and Limousine Commission has gone "on-line" 
tracking complaints using the Computer Service Center of the Dept. of 
General Services (NYC); Systems in Action, Sept., p.62 


WP Hardware: Vendors Must 'Adapt Or Perish'-- Meeting product needs 
of users is the challenge for vendors; by Barbara S. Fischer, Lance 
Brilliantine and Christopher Rankin, June, p.47. 


WP Software: Satisfying OA Market Needs-- Adopting microcomputer- 
based word processing is the current trend; by Linda C. Sherman, 
Sheila Logue and Juan A. Galan, Jr.,June, p.5l. 
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INDUSTRY DEVELOPMENTS 


Allnet, Lexitel Long-Distance Carriers Agree To Merge-- The re- 
sulting new entity would be the country's fourth largest long- 
distance carrier; Newsfront, Sept., p.20. 


Apple Enters The Office-- Apples makes its move into the office 
with new products and lower prices; Newsfront, Mar., p.13. 


Apple Faces Declining Profits-- Apple closes facilities and 
curtails direct sales; Newsfront, July, p.1l. 


Apple To Drop LISA Computer-- The unit will be replaced by a 
Macintosh W/512 KB and a new 20 MB hard disk drive; Newsfront, 
June, p.14. 


Ashton-Tate Discontinues Domestic Shipment 6f "Multi-User" dBaseII-- 
All users will continue to be supported by the company; Newsfront, 
Apr., p.14. 


Ashton-Tate Plans To Acquire Multimate-- The proposed acquisition 
would be the largest ever in the software industry; Newsfront, 
Sept., p.20. 


AT&T Enters OA Competitive World-- AT&T sets its sights on OA 
market with announcement of new line of information processing 
products; Newsfront, May, p.15. 


AT&T Enters "Strategic Focus Stage"-- AT&T agrees to buy stock in 


chip maker, CAD firm, cuts long-distance prices; Newsfront, June, 
pi ls. 


AT&T Acts To Ensure UNIX Compatibility-- AT&T is striving to make 
its UNIX System V an industry standard to rival IBM's MS-DOS; News- 
front, Mar., p.i3. 


AT&T Promotion Offers Product Credits For Long-Distance Service-- 
"Opportunity Calling For Business", offers one dollar's worth of 
credit for each dollar a user spends in AT&T's long-distance ser- 
vice; Newsfront, Jan., p.16. 


AT&T To Compete With IBM-- AT&T and Olivetti have agreed to produce 
and market workstations and PCs based on UNIX and MS-DOS; Newsfront, 
Jan. , B« 29. 


"Breakthrough" Chip Announced By Bell Labs-- Scientists at Bell 
Labs have perfected a one-megabyte memory chip; Newsfront, Feb., 
p.13. 


Commodore Introduces Amiga Al000 PC-- Breakthrough technology offers 
new applications and exceptional value; Newsfront, Sept., p.18. 


Continued... 
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INDUSTRY DEVELOPMENTS -- PAGE 2 


Common Computer Printing Standard To Be Adopted By 19 Firms-- The 
Interpress page-description language has been’ chosen as a common 
electronic printing standard for computers; Newsfront, Aug. p.14. 


Computer And Business Equipment Revenues Will Rise 12% in 1985-- 
Four categories were included in the revenue figures: equipment 


sales, rentals, maintenance and service and supplies; Newsfront, 
Feb., p.14. 


Computer Data Storage Pases Archival Problems-- Other problems 
include invasion of privacy, censorship and copyright issues; Tech- 
nology Update, Apr., p.17. 


The Computer Slump-- What's really behind it?; Newsfront, Aug., 
DB. i3. 


Data Entry Device Interfaces Between Keyboard and Computer-- Disc 
Instruments produces a new trackball that interconnects between 
the keyboard and computer; Technology Update, Jan., p.74. 


Data General's 'One' Will Have A New Screen-- The new screen 


incorporates improvements in screen technology; Newsfront, Apr., 
p.14. 


DEC Introduces Microvax II-- Digital Equipment Corp. introduces 
desktop mini to compete in office market; Newsfront, July, p.1l. 


Electronic Warranty Card Takes Advantage of System Capabilities-- 
Cygnet Technologies, Inc. offers the industry's first electronic 
warranty procedure for users; Technology Update, Mar., p.66. 


FCC Waiver Will Allow Less Expensive Data Communications-- The 
waiver makes it unnecessary for the local phone companies to con- 


struct separate facilities for local data transmission; Newsfront, 
May, p.1é6é. 


Fiber Optics Pose Challenge To Copper-- IGI Consulting, Inc. offers 


study of lightwave technology vs. copper industry; Technology Update, 
July, Dp. 22. 


General Electric Enters Tenant Services Business-- The company 
has formed business relationships with 3 major vendors to inform 


services for the commercial office building market; Newsfront, 
gan., p.i6. 


General Electric Signs Value-Added Reseller Agreement With Apple-- 
The software and services include systems in the areas of business 


logistics, office communications and payment services; Newsfront, 
Feb., p.14. 


Continued... 
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INDUSTRY DEVELOPMENTS -- PAGE 3 


GTE Sprint Utilizes Advanced Digital Satellite Network-- The 


digital format is expected to improve transmission quality; News- 
front, Feb., p.14. 


Harris Reorganizes-- To better serve its market, Harris creates 
information systems division; Newsfront, July, p.ll. 


Honeywell Improves Indoor Air Quality-- New electronic devices 
remove air pollutants and contaminants from buildings and office 
environments; Technology Update, Apr., p.17. 


IBM Adopts Rolm's Phonemail System-- IBM and it's Rolm subsidiary 


are combining forces to further penetrate the expanding voice mail 
market; Newsfront, June, p.85. 


IBM, AT&T Introduce Desktop Minis To Serve As PC-To-Mainframe Links-- 


Integration is a user demand that can no longer be ignored; News- 
front, Aug., p.14. 


IBM Halts Output Of PCjr-- IBM has ceased producing the PCjr, its 
entry into the home computer market. Analysts predict powerful 
new PC; Newsfront, May, p.15. 


IBM Proposes To Buy 18% Of MCI-- Telecommunications access furthers 
worldwide communications strategy; Newsfront, Aug., p.13. 


IBM's Ribbon Technology "Shows Off"-- New thermal-print technology 
for IBM Selectric typewriters 'points' ink onto paper electronically; 
Technology Update, Jan., p.74. 


IBM Sales Promotion Shakes Up The Competition-- IBM offers free 
IBM software to dealers who purchase the PC-XT; Newsfront, July, p.12. 


IBM Sells Rolm Unit After Government Suit-- IBM has agreed to sell 
the military computer division of the Rolm Corp. within six months 


in order to get Federal approval to acquire the company; Newsfront, 
Jan., p.15. 


IBM To Replace Circuit Board On Faulty PC-ATS-- This is the first 
time IBM announces a major manufacturing flaw in one of its PCs; 
Newsfront, Sept., p.20. 


ITT Divests Subsidiaries-- ITT is selling $1.7 billion in assets 
aiming to widen role in technology; Newsfront, Mar., p.14. 


Kurzweil AI Introduces Speech Recognition System-- New digital 
chip for speech recognition systems seeks to duplicate sound proc- 
essing capabilities of the ear; Technology Update, March, p.66. 


Lanier To Expand-- Lanier Business Products acquires Exxon's Office 
Systems Division; Newsfront, Apr., p.13. 


Continued... 
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INDUSTRY DEVELOPMENTS -- PAGE 4 


Lotus Acquires Software Arts-- This move will consolidate Lotus' 


position as the leading vendor of spreadsheet software; Newsfront, 
June, p.14. 


Merger Halted-- Computer Consoles, Inc. and NBI, Inc. terminate 
merger discussions; Newsfront, Mar., p.13. 


MIS/DP Departments Take Charge In Office Automation, Survey Shows-- 
MIS/DP dominance results from a power struggle with the administra- 
tive services area of the corporation; Newsfront, June, p.13. 


The National Bureau of Standards Tests Cold Circuits-- Cold elec- 
tronic circuits are a hot prospect for next step in electronics 
revolution; Technology Update, Feb., p.62. 


OA Acquisitions, Mergers Hit New High in 1984-- A total of 256 
such transactions took place last year, up 80% from 1983; Newsfront, 
Apr., p.14. 


PC Proliferation: Effects On Office Automation-- Study says PCs 


will speed integration and alter the corporate environment; News- 
front, Feb., p.13. 


Public Video Teleconferencing Market Continues To Decline-- Isacomm 
Inc. announces ‘significant’ layoffs; Newsfront, Auq., p.14. 


Touch Screen CRTs-- Thanks to new 'smart-frame' system, touch screen 


CRTs have improved performance and reliability; Technology Update, 
Feb., p.62. 


U.S. Government Selects Three Companies To Produce ‘Tap Free' Phones-- 
The Federal government has chosen AT&T, RCA and Motorola to produce 
a telephone secure against wiretapping; Newsfront, May, p.15. 


Vitalink, Digital Will Market Remote LAN-To-LAN Network-- Companies 
that have two or more remote LANs and want to interconnect them may 
have the solution; Newsfront, January, p.15. 


Wang Laboratories Introduces Interfaces-- Wang recently introduced 
nine new communications products; Newsfront, July., p.12. 


Wang's President Joins CCI: Dr. Wang Resumes Post-- Chairman Wang 
has had an illustrious career. He patented the magnetic pulse 
device; Newsfront, Sept., p.20. 


Western Union, DHL Offer Two Hour Delivery Amid Financial Woes-- 


The service will provide two-hour and overnight delivery of documents; 
Newsfront, Mar., p.14. 


Continued... 
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INDUSTRY DEVELOPMENTS -- PAGE 5 


Wozniak Leaves Apple To Form New Company-- Steve Wozniak, co- 
founder of Apple Computer, Inc., has started his own company, MBF, 
Inc.; Newsfront, Apr., p.13. 


Xerox Halts Production Of Personal Computers-- The firm says 
that it will be making new computer product announcement; News- 
front, Apr., p.14. 


Xerox, Wang Invest $4 Million In Venture For Voice Technology-- 
Voice recognition systems allow users to operate computers via 
spoken commands instead of a keyboard; Newsfront, Jan., p.16. 
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MANAGEMENT OVERVIEW 


A Broader Role-- Business must incorporate information technology 
into products and services to compete effectively; Memo, Aug., p.21. 


A Huge Time Theft-- Losses from time theft will exceed $150 
billion in 1984; Memo, Jan., p.19. 


A Stable Monitor Market-- CRT video display monitors will continue 
to grow despite the threat of flat-panel displays; Memo, May, p.2l. 


Age Of Teleconferencing-- The North American market for telecon- 


ferencing equipment will grow 54% per year in the 1990's; Memo, 
May, p.21l. 


Agencies Conducting OA Productivity Reviews-- Federal managers are 
carefully assessing investments in office automation and measuring 
its productivity; by William A. Saxton and Morris Edwards, The 
Government Office, Oct., p.22. 


Agencies Overcome User Resistance-- A way to overcome user resis- 
tance is to involve all of the employees in the equipment selection 
process; The Government Office, Dec., p.20. 


"AI' Growth Opportunities-- The growth in artificial intelligence 
is creating a demand not only for experts in this field, but also 
for non-AI specialists; Memo, June., p.20. 


Air-Quality Problems-- Poor ventilation and cigarette smoke are 
the top air-quality problems that reduce office productivity; Memo, 
Sept., p.i2. 


Another Market For IBM?-- IBM seems to be prepared to enter the 
voice recognition field; Memo, June, p.19. 


As The Media Becomes More Pervasive In Our Society, All Of Us Are 
More Likely To Come Under Its Glare-- The potential for each of 
us to become part of "the news" is ever present; by Howard Thomas, 
Management At Ease, Sept., p.80. 


At Their Service-- Serve Us., Inc., allows companies to service 
their clients after hours by means of a store-and-forward communi- 
cations network; Executive Briefing, Dec., p.10. 


Attitude Adjustments-- Improving employees' attitudes can be easily 
done; Memo, Apr., p.20. 


Back To School-- 100 top Fortune 500 companies offer a tuition 
refund program for employees; Memo, Feb., p.22. 


Continued... 
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MANAGEMENT OVERVIEW -- PAGE 2 


Benefits On The Defensive-- The tax advantaged status of many 


employee benefit plans is likely to be threatened in 1985; Memo, 
Mar.,; D.22. 


Benefit Plan Lets Employees Dine Out (Partly) On The Boss-- 
Jacques Borel Employee Coupon Dining Program allows companies to 


subsidize part of their employees' meal expenses at restaurants; 
Executive Briefing, Dec., p.8. 


Car Tax Solutions-- Companies are considering two options to deal 
with new tax regulations covering company-provided cars for execu- 
tives; Memo, July, p.18. 


Career Conventions-- U.S. Shomex Productions, CA, has developed 
a new recruiting method that resembles a trade show, for computer 
use; Memo, May, p.18. 


Career Opportunities In Office Automation-- Office systems is 


emerging as a valid career choice; by Dorothy Sandburg; Speaking 
Practically, Apr., p.79. 


CEOs Decry Heaith Care "Crisis": By 1990, Workers Must Share Bills-- 
General employee health plans that ‘insulate’ workers from the 


costs of health care may be a thing of the past; Executive Briefing, 
Dec., p.8. 


Combating Computer Crime-- To protect data and PC terminals 
businesses can enforce rules on access to information, control 


passwords and modify computer operating systems; Executive Briefing, 
OCEs; p.iZ. 


Communicate Better-- Employee communications was listed as a top 
priority in a recent survey; Memo, Apr., p.20. 


Communicate To Achieve Company Goals-- Open communications is the 
key to combating lack of employee commitment and a trend toward 
alienation from the job; Executive Briefing, Nov., p.10. 


Competitive Edge With 'IS"-- Information Systems departments are 
constantly recognized as more than just service functions within 
corporations; Memo, May, p.2l. 


Computer-Based Training At Treasury-- Government managers are 
considering computer-based training for their employees; by William 
A. Saxton and Morris Edwards, The Government Office, Oct., p.22. 


Computer Coverage-- Data Security Insurance, CO, introduces a 
new insurance policy for personal computers; Memo, Sept., p.12. 


Computer Systems And Ethics-- As computer systems transform the 
way business is done, users must address ethical and moral issues; 
by David Steinbrecher, Automation Outlook, May, p.10. 


Continued... 
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MANAGEMENT OVERVIEW -- PAGE 3 


Computer-Toting Temps-- Equipt-Temp turns secretaries into 
"walking" word processing centers; Memo, June, p.20. 


Conducting An OA Feasibility Study-- A sure way to justify an 
office automation strategy is the feasibility study; by E.R. 
Staples, Manager's Workshop, Apr., p.8l. 


Copier Growth Stabilizes-- Copiers have reached a stable level 
in sales in 1984; Memo, Mar., p.22. 


Corporate Art-- Art is food for the soul, and a darn good invest- 
ment; Executive Briefing, Nov., p.9. 


Costly Copies-- Almost two of every five office photocopies are 
unnecessary; Memo, July, p.16é. 


Create A Quality "Culture"-- We must create a "culture" in our 
companies in which it's "unthinkable for any employee to do any- 
thing but quality work"; Executive Briefing, Dec., p.10. 


Creating A New Workforce For Future Job Requirements-- Success 
depends on changing our educational processes; by Howard Thomas, 
Management at Ease, May, p.88. 


Curbing Employee Theft-- London House has developed an Employee 
Attitude Inventory that measures attitudes, values, perceptions, 
and tolerance levels toward theft; Memo, Aug., p.22. 


Data Jobs Outlook Good-- The picture for data hiring looks bright 
for the first half of 1985; Memo, Mar., p.21l. 


Dealing With Achievement-- For managers, it could be more diffi- 
cult than coping with failure if pride is misdirected; by Howard 
Thomas, Administrative Reflections, Mar., p.87. 


Demand For Childcare Up-- More and more working parents feel their 
employers should provide childcare assistance; Memo, May, p.18. 


Discipline Policy: A Neglected Tool-- An effective discipline 
policy helps both management and employees avoid substandard work 
practices; by Rodney P. Beary, Nov., p.2l. 


DP Budgets On The Rise-- Corporate data processing budgets con- 
tinue to increase, reflecting the growing importance of informa- 
tion resources; Memo, June, p.19. 


EDPerspective-- The difference between short-term goals and long- 
range objectives is important for vendors and users alike; by Alan 
Hoffberg, Computers and Strategies, Mar., p.88. 


Continued... 
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MANAGEMENT OVERVIEW -- PAGE 4 


Electronic Mail And The Talking Computer-- Executives on the 
road can now call up messages from their office computers via 
telephone; Executive Briefing, Oct., p.12. 


Elements Of User Documentation-- Some suggestions about what 


the elements of user documentation should be; by Edward Staples, 
Manager's Workshop, Aug., p.75. 


Eliminating Tight Building Syndrome-- The principal cause for 
TBS seems to be inadequate air circulation; Executive Briefing, 
Nov., p<«9. 


End-User Computing Rising-- End-user computing will represent 
80% of corporate computing by the end of the decade; Memo, July, 
p.18. 


Ergonomics Is The Key To Boosting Productivity-- What's needed 
now 1S more corporate awareness of this; by Eddie Ashmore, Guest 
Opinion, Apr., p.92. 


Executive Computer-- 35% of top executives in Fortune 500 com- 
panies use computers when making crucial business decisions; 
Executive Briefing, Nov., p.10. 


Executive Lunch Network-- Lunch Impressions, Inc., arranges 
"executive lunches" for on-the-move professionals; Executive 
Briefing, Nov., p.9. 


Facility Managers Face New Challenges-- The facility manager 
orchestrates all aspects of the physical workplace; by Art Hahn 
and Bill Barrett, The Automated Environment (Part I), Sept., p.30. 


Fewer Hospital Stays-- Companies are adding previsions to their 
employee medical care plans aimed at discouraging unneeded hospital 
stays; Memo, Jan., p.20. 


Flexible Benefits-- Companies adopt flexible benefit programs 
to meet the needs of a changing workforce; Memo, Sept., p.12. 


Furniture Expansion-- The office and institutional furniture 
market will continue to grow through 1988; Memo, July, p.16. 


Future Software-- More user-friendly software will be developed 
in the future; Memo, Jan., p.20. 


Gaining Control Over The Cost Of Business Forms-- Outdated forms 
can reduce profits and make information difficult to manage; by 
Douglas Kerrigan, June, p.27. 


Continued... 
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MANAGEMENT OVERVIEW -- PAGE 5 


Gold Collar Assets-- American business is mismanaging its most 
important resource--brainpower; Memo, Aug., p.21. 


Good Training Needed-- The abrupt changes in how secretaries are 
asked to do their work produce occupational stress and job insec- 
urity; Memo, Sept., p.1l. 


High-Tech Workstations-- Up to $12 billion may be spent over the 
next ten years on office high-tech workstations; Memo, Apr., p.20. 


How Managers Can Better Control The Bottom Line-- It's the admini- 
strator's responsibility to have an effective control system in the 
office. Following a careful plan will bring dramatic improvement; 
by William E. Perry, Jan., p.37. 


How To Administer An Employee Suggestion Program-- Remarkable 
results can be obtained if top managers give it their support; by 
Nicholas Fritsch; Aug., p.47. 


The Human Side-- Making decisions is very difficult for some 
people, but a step-by-step plan can help to improve the situation; 
by Jackie Schwartz, Career Guidelines, Mar., p.89. 


IBM Users' Group News-- The IBM Users' Group will link its members 
worlwide through the electronic mail network of ITT Dailcom, Inc.; 
Executive Briefing, Oct., p.1l. 


Information Overload-- Written and visual communication can reduce 
information overload in today's business; Memo, Mar., p.22. 


Information Systems: Don't Forget It's A Service!-- Information 
experts have either forgotten or refuse to admit that they perform 
a service to their organizations; by Edward Staples, Manager's 
Workshop, July, p.75. 


In-House Computer Crime-- Contrary to popular belief, more computer 
crime is perpetrated by "“insiders' than outside "hackers"; Memo, 
Sept., p.il. 


Integrated To Integrating-- The integration software market will 
reach $2 billion by 1988; Memo, Jan., p.20. 


Integration Necessary-- PCs are being forced to integrate with 
mainframes and minicomputers; Memo, Mar., p.21l. 


Job-Related Stress-- It must be controlled in order to prevent it 
from affecting other areas of your life; by Jackie Schwartz, The 
Human Side, May, p.88. 


Job Search Data-- Challenger, Gray & Christmas, Inc., reports that 
"the job you really want probably does not exist, will not be adver- 
tised, and getting it will have little to do with your education"; 
Executive Briefing, Dec., p.10. 


Continued... 


ee | 
ee 
ee 
a 
__———————— 
a 
ee 
ee 


MANAGEMENT OVERVIEW -- PAGE 6 


Job Search Techniques-- Interpersonal and leadership skills are 
more important than experience, education, or ethusiasm when fill- 
ing management position; Memo, Feb., p.22. 


Joint-Venture In China-- Manpower will have a "showcase" in Bei- 
jing, China; Memo, Feb., p.22. 


Know The Legal Aspects-- Computer users are at risk of lawsuits 
unless they become familiar with the legal aspects of computer use; 
Memo, June, p.19. 


Labor Adjustments Differ-- There are najor differences between 
the U.S.A. and Japan regarding allocated and reallocated workers 
among jobs; Memo, Aug., p.22. 


Larger High-Rises-- Downtown office high-rises in U.S. cities 
today are almost twice as large as in the 1950's; Memo, Jan., p.20. 


Learning To Use Computers-- It's never too late for applying 
these valuable tools; by Alan Hoffberg; EDPerspective, July, p.82. 


Legal Hot Water: The Hint Of Sex-- Administrative managers must 
always be on guard against sexual harassment; by Lynne Curry, Ph.D., 
Dec., p.59. 


Listening Is An Important Business Skill, Especially For Managers: 
Feelings Are Just As Important As Facts-- A number of useful tips 
to become a "good listener"; by Jackie Schwartz, The Human Side, 
Sept., p.81l. 


Lower Prices Should Help-- As the price of cellular telephones 
and services drop, more people will be attracted to buying them; 
Memo, July, p.1é6. 


Made In The U.S.A.-- How exactly does an organization go about 
setting up an integrated system to achieve quality control?; Exec- 
utive Briefing, Oct., p.ll. 


Managers As Coaches?-- Any manager who spends more than 25% of 
his time in his office is not doing his job; Memo, Apr., p.20. 


Managers Ought To Look Ahead-- The not-too-distant future will 
bring major technological innovations. But the office automation 
Manager must prepare for their use now; by John Diebold, Guest 
Opinion, Jan., p.90. 


Managers Need To Improve Listening Skills-- Stronger relationships 
with employees will result; by Jackie Schwartz, The Human Side, 
July, p.83. 
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MANAGEMENT OVERVIEW -- PAGE 7 


Managers See Need For OA Training-- Government managers are 
recognizing that effective training is a vital aspect of 
achieving the full benefits of office automation; by William A. 
Saxton and Morris Edwards, The Government Office, Oct., p.22. 


Managing People: More Art Than Science-- Management is a science 
which knowledge is gained through years of experience; by E.R. 
Staples, Manager's Workshop, Mar., p.74. 


Many Merit Compensation Systems Simply Reward Longevity, All But 
Ignoring Performance And Creativity-- Some thoughts on how to 


develop compensation programs; by Robert H. Meehan, Guest Opinion,: 
Sept., p.84. : i 


Massachusetts Agencies Implement 'Do-It-Youself' Ergonomic Program-- 
Employees make ergonomic changes to their workplaces without having 
to wait for their companies to do it; by William A. Saxton and 
Morris Edwards, The Government Office, Sept., p.64. 


Measurement Comes Of Age-- One of the most influential early 
day methods for word processing justification seems to be under- 


going a subtle disappearing act; by Dorothy Sandburg, Speaking 
Practically, Aug., p.73 


Micro Misconception-- Microcomputers may not replace minis and 
mainframes in the office of the future; Memo, Sept., p.ll. 


More Employee Movement-- Relocation activity at major U.S. cor- 
porations increased more than 34% in 1984; Memo, July, p.18. 


More Workstations-- Shipments of workstations to the secretarial, 
clerical sector will increase in 1985; Memo, Jan., p.19. 


Moving Expenses Increase-- Relocation costs have risen three times 
faster than the rate of inflation over the past 20 years; Memo, 
Peb., p.2i. 


NBS Sets Password Security Standards-- The National Bureau of 
Standards say that passwords can provide ample security if managed 


properly; by William A. Saxton and Morris Edwards, The Government 
Bctice, Oct., pide. 


Network Improves Decision Making-- An Easylink system facilitates 
more efficient decision making and reduces paperwork in Colorado 
Department of Education; by William A. Saxton and Morris Edwards, 
The Government Office, Sept., p.66. 


New Year's Resolutions-- What direction is your life taking? This 
excerise in awareness can help you determine your New Year's 
resolutions; by Jackie Schwartz, The Human Side, Jan., p.87. 
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MANAGEMENT OVERVIEW -- PAGE 8 


No-Nonsense Planning For Administrators-- Even the best plans 


can hit a snag when it comes to getting corporate approval; by 
Richard S. Sloma, Apr., p.24. 


Not For Men Only-- The computer and information management in- 


dustry has provided more career opportunities for women; Memo, 
Feb., p.zks 


Nurturing Intrapeneurs-- More and more large companies are 
giving free rein to their in-house entrepeneurs; Executive Brief- 
ing, Nov., p.1ll. 


OA Creates New Sales-- Adia Personnel Services reports that 16% 


of U.S. firms surveyed experienced actual increases in staffing; 
Memo, June, p.19. 


OA Exhibit In China-- China Auto/Office '86 will bring Chinese 
buyers together with foreign suppliers of office equipment; Exec- 
tive Briefing, Oct., p.ll. 


On-Line Dominance-- Processing systems firms are the dominant 
force in on-line database; Memo, Feb., p.21. 


101 Ways To Spark Your Employees' Creative Potential-- Creativity 
can be your company's greatest asset. A flexible attitude toward 
business procedures and employees' talents is key; by Eugene 
Raudsepp, Sept., p.38. 


Overnight And Faster: Express Courier Gear Up For the 90s-- The 
"big eight' couriers are updating and expanding their services, 


offering greater convenience, security and speed; by William M. 
Cowan, Oct., p.48. 


PCs Being Used For WP-- Half of the companies that use WP are 
now choosing PCs to perform this task; Memo, July, p.16. 


"Personal" Problems-- The growing use of PCs by middle managers 
1S causing problems for some companies; Memo, July, p.16. 


Phone Credit Card Advice-- Suggestions for keeping others from 
using your AT&T credit card number; Memo, Feb., p.21. 


Planning For OA-- Canada's Department of External Affairs has 
published a brochure: "The Integrated Office, Tough Decisions Ahea 
that can help you plan for automation; Executive Briefing, Nov., 
p.10. 


Planning, Motivation Lead To Increased Mailroom Productivity-- 
Mailroom efficiency allows a staff of six to service 1,000 Kim- 
berly Clark employees; Systems in Action, Nov., p.15. 
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MANAGEMENT OVERVIEW -- PAGE 9 


Portable Sales Up-- The market for lap-size, hand-held and trans- 
portable computers will exceed $17 billion by 1989; Memo, Jan., p.19. 


Presort For Postage Savings-- Tells how simple computer presort- 
ing of mail can save hundreds of dollars per year; Dec., p.53. 


Problems Slow Profits-- Problems may prevent industry partici- 
pants from cashing in on the cellular bonanza; Memo, Feb., p.22. 


Procedure Writing: Some Do's And Don't's-- Procedures describe 
"how" things are done, it is necessary to avoid verbosity, if only 
for clarity's sake; by E.R. Staples, Manager's Workshop, Sept., p.75. 


Professionals Prefer PCs-- A majority of office professionals 


would rather have a personal computer than a personal assistant; 
Memo, Mar., p.22. 


Project-By-Project-- Adopting project-by-project quality improve- 
ment can yield substantial cost savings for managers of traditional 
office environments; by Dr. Al Endres, Guest Opinion, Aug., p.90. 


Project Scheduling: A Step-By-Step Approach-- The timing of a 
project can greatly affect its cost; by E.R. Staples, Manager's 
Workshop, Feb., p.71l. 


Protection Against Fires-- Many companies are developing plans to 
insure themselves against fires; Memo, July, p.18. 


Publish Electronically-- Obsolete documents are costing U.S. 


businesses hundreds of millions of dollars each year; Memo, Apr., 
p.19. 


"Pyramids" Flattened-- Companies flatten the organization 'pyramid' 
by reducing their number of management levels; Memo, Aug., p.21l. 


Quality Management-- Establish "Espirt de Corps"; by E.R. Staples, 
Manager's Workshop, May, p.80. 


Redefining Compensation-- Compensation has been equated with direct 
pay for too long; Memo, Sept., p.1ll. 


Reducing Health Costs-- U.S. businesses have devised a variety of 
strategies tc bring costs under control without sacrificing the 
quality of medical care in the workplace; Memo, Mar., p.21l. 


Retrievability is Vital-- Retrieving full content of documents in 


a computer database has always been a problem for managers; Memo, 
Aug., p.2l. 


The "Safe" CRT: Why Do The Worries Persist?-- When you clear away 
the rhetoric, the bottom line on CRT safety is 'we don't know for 
sure'; by Walter A. Kleinschrod, Oct., p.26. 
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MANAGEMENT OVERVIEW -- PAGE 10 


Schools Teach Stealing?-- Many teachers are teaching their stu- 
dents to illegally copy computer disks; Memo, May, p.18. 


Selecting Good Managers-- A person who consistently outperforms 
others in a department may not be the best choice for managers; 


other aptitudes must be considered; by I. Orrin Spellman, Guest 
Opinion, May, p.96. 


Smokers Beware-- Robert Half International reports that 46% of 


personnel directors surveyed would hire a non-smoker than a smoker; 
Executive Briefing, Oct., p.12. 


Software Catalog For IBM Minicomputer Users-- A new software cata- 


log is available for IBM Systems 34, Systems 36 and 36PC users; 
Executive Briefing, Dec., p.10. 


Software Services Climbs-- Software service and support is becoming 
the major business activity; Memo, June, p.20. 


Solve VDT-Caused Fatigue Problems-- How to apply the basic laws 


of vision to help solve eye strain and fatigue problems of VDT 
operators; Technology Update, Aug., p.54. 


Strong On Support-- The second half of 1985 will see office support 
staff requirements remaining strong; Memo, Aug., p.21l. 


Suggestions Pay Off-- Employee suggestion programs saved partici- 


pating companies approximately $800 million in 1984; Memo, June, 
p.20. 


Taking The Gamble Out Of Hiring-- Structuring the process can help 
you to make the right decision; June, p.24. 


"TAS" Industry To Expand-- The demand for telephone answering 
services will increase through 1993, according to a survey by Frost 
& Sullivan, Inc.; Memo, May, p.18. 


Technology Gender Gap-- Boys account for 64% of the students in 
computer programming courses; Executive Briefing, Nov., p.9. 


Telecommuting Growth-- By the end of 1985 there will be some 7.2 
million jobs that could be done via telework; Memo, Feb., p.21. 


The Threat Of Age Discrimination Lawsuits-- Outplacement and 


staggered severance can reduce the problem; by James E. Challenger, 
Guest Opinion, Mar., p.92. 


Training Strategies-- Work in America Institute reports that the 
rapidly accelerating pace of technological change in large corpora- 
tions calls for a "new, more dynamic corporate training strategy"; 
Executive Briefing, Oct., p.12. 


Continued... 
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MANAGEMENT OVERVIEW -- PAGE 11 


Two Different Products-- PCs and executive workstations are no 
longer considered the same; Memo, Mar., p.21. 


Typist's Role Is Changing-- Management has found that more people 
have developed their typing skills; Memo, Apr., p.19. 


Unfulfilled Promise-- We live in an era of technological affluence, 
however, the promise of the information age is yet to be fulfilled; 
Memo, Sept., p.12. 


Usage Of Part-Timers Up-- The use of 'temps' saves companies costs 
of welfare, training and pensions; Memo, June, p.19. 


Users Stall On Voice Input-- Workstation users are reluctant to 
accept the potential voice communications capabilities of work- 
station products; Memo, May, p.18. 


U.S. Managers' Salaries Up 7.7% in 1984: Average Is Over $32,000-- 
The survey was conducted by the Administrative Management Society, 
PA, Newsfront, Apr., p.14. 


Volunteerism-- Volunteering is good for the community and an ex- 
cellent opportunity for managers to sharpen business skills; by 
Howard Thomas, Management At Ease, Jan., p.86. 


Wage Hikes Dip-- Pay increases for salaried workers will average 
only 6.5% in 1985; Memo, Jan., p.20. 


Wanted: Letter Quality-- More people will be buying letter-quality 
printers; Memo, Aug., p.22. 


Women In Computing-- Women in Computing, Inc., (WIC), Dallas, TX, 
is sponsoring affiliate chapters in other parts of the country; 
Executive Briefing; Nov., p.1l0. 


Women In Management-- Some progress, but more is needed; by Bette 
Ann Stead, Aug., p.24. 


Working Together-- All generations of managers, both young and old, 
must continue to work together in our society; by Howard Thomas, 
Management at Ease, July, p.82. 
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OFFICE AUTOMATION 


A Conversation With John Connell (Part I)-- The executive director 
of the Office Technology Research Group is an industry insider and 
experienced professional; May, p.52. 


A Conversation With John Connell (Part II)-- This expert says that 
in the future, the user community will take over control of systems 
development; June, p.30. 


Adapting For the Office Of The Future-- What adjustments must be 
made to participate in the "Office of the Future?"; by Dorothy 
Sandburg, Speaking Practically, Jan., p.8l. 

f 
Automating Mail Deliveries Within The Office-- Automated systems 
increasingly pay for themselves, while boosting overall operating 
efficiency; by Gail Siragusa, Associate Editor, Mar., p.44. 


Automation Conversion Efforts-- To emerge from the technology of the 


1950s, the City of Beverly Hills successfully automates; Systems in 
Action, Mar., p.81l. 


Avoiding OA Project Design Pitfalls-- It is difficult to design 
OA systems that consider every possible user angle and can solve 


unexpected problems; by Dorothy Sandburg, Speaking Practically, 
June, p.75. 


Defense Supply Center Hosts "PC University"-- Defense General 
Supply Center, VA, creates an on-site office automation training 
program using a PC network; The Government Office, Dec., p.21. 


DLA Polls Users' Needs In OA Purchase-- The Defense Logistics Agency 
reports that though technical personnel may have a better under- 
standing of available systems, users know best what their needs are; 
The Government Office, Nov., p.19. 


Don't Ignore OA Services Issues-- They are the most important 
aspect of a multivendor system; by David Steinbrecher, Automation 
Outlook, Apr., p.64. 


EMS: Electronic Mail For Managers-~ Public electronic message sys- 
tems offer many benefits without large investments in in-house 
equipment; Raymond R. Panko, Mar., p.40. 


The Ergonomics Ball Is Rolling-- It's picking up influential 
advocates, better solutions, and increasing corporate clout; by 
Michael Clevenger, Guest Opinion, July., p.90. 


Evaluating OA Effectiveness-- The National Technical Information 
Service, VA, is preparing an in-house evaluation program that 
focuses on user interaction with OA systems; The Government Office, 
Nov., p.18. 
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OFFICE AUTOMATION -- PAGE 2 


Financial Shock Among OA/PC Vendors-- Users feel the tremors, too; 
by David Steinbrecher, Automation Outlook, Mar., p.10. 


Guide To The 6th Annual Office Automation Conference-- 1985's 
OAC focused on how to achieve successful integration; Jan., p.59. 


Guide To The 34th Annual AIIM Conference-- This year's conference 
will offer the latest in information and image management and much 
more; Apr., p.39. 


The Impact Of Proprietary Chip Technology-- Advances may lead to 
better computers, but possibly at the expense of diversity and 
innovation; by David Steinbrecher, Automation Outlook, Feb., p.10. 


Information Systems-- You should pay attention to basic rules when 
installing an OA network; by Marty Gruhn, Office Trends and Analysis, 
Mar., p.87. 


Job Descriptions: An Important Aid To Office Automation-- When 
used correctly, job descriptions can serve as a blueprint for 
identifying where and how jobs fit into a company; by William S. 
Hubbart, Feb., p.49. 


Large-Scale Procurements-- Federal agencies use large-scale pro- 
curements to encourage compatible OA tools; by William A. Saxton 
and Morris Edwards, The Government Office, Apr., p.55. 


Less Noise Means More Productivity-- Largely ignored until recently, 
basic acoustical control can mean the difference between confusion 
and efficiency; by Richard Rourke, Nov., p.42. 


Making Business Systems Effective-- 1985 Syntopican offered lec- 
tures, workshops, and panel discussions, June, p.38. 


More Commitment To OA-- Automated productivity is very clearly on 
the rise; Memo, Apr., p.19. 


New Trends Are Occuring In The Way Companies Are Purchasing OA 
Equipment-- A shift away from "direct sales" buying signals major 
changes; by David Steinbrecher, June, p.7. 


The 1985 Office Automation Awards-- The winning companies and the 
stories behind their success; Jan., p.25. 


OA Associations: It's Time To Regear-- It's time for OA associations 
to regear if they want to grow; by Dorothy Sandberg, Speaking 
Practically, Oct., p.79. 


OA Brings Efficiency To Montgomery County-- County officials reduce 
the number of personnel by integrating workstations linked to super- 
mini and mainframe computers; The Government Office, Dec., p.2l. 
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OFFICE AUTOMATION -- PAGE 3 


The OA End-User: How Little We Know You!-- Noted author, educator, 
consultant Dr. Raymond Panko critizes analysts and vendors for not 
understanding work or workers, July, p.30. 


OA Implemented In Senate Chamber-- Compass Computer 1101 installed 
in Senate floor; by William A. Saxton and Morris Edwards, The 
Government Office, Apr., p.56. 


OA Users Requests: Separating Fact From Fantasy-- Much has happened 
recently to allay users' fear of automation; by Dorothy Sandburg, 
Speaking Practically, Mar., p.72. 


OA Vendors-- Advantages of vendor-specific user groups; by Dorothy 
Sandburg, Speaking Practically, Feb., p.69. 


OCR: In Character With The Automated Office-- Optical character 
recognition devices have greatly improved in the last few years; 
by Janet M. Henry, July, p.39. 


Office Automation Is Proceeding More Slowly Than Expected-- There 
are still many obstacles preventing widespread implementation of 
office automation; by Dr. Stephen J. Andriole, June, p.94. 


Office Landscaping: Planning For Tomorrow-- Flexibility is key 
when designing today's workplace; by Walter A. Kleinschrod, Dec., 
Pp.ads 


Office Air Quality And Productivity-- One of the most significant 
factors in improving worker productivity is sometimes overlooked; 
by Belden Menkus, Facilities, Oct., p.83. 


Office Seating: A Productivity Enhancer-- A chair's comfort and 
compatibility can help in the performance and enthusiasm of an 
employee; by John Soat, Mar., p.33. 


Office Sound Suppressors-- Acoustic control devices come in many 
types, from ceiling tiles to machine enclosures, Nov., p.46. 


‘Offices Of The Year' for 1984-- Three new facilities selected | 
for uniqueness, design, well-thought-out planning, and up-to-date 
systems implemenation, are this year's recipients; May, p.22. 


Pilot Projects Vs. The 'Real World'-- Planning office automation; 
by David R. Brodwin, Desktop Computing, Nov., p.82. 


Premiering High-Design Office Furniture-- The ‘World Congress on 
Environment Planning & Design' will present the next generation of 
interior furniture and furnishings, May, p.39. 


Problems With Integrated Software-- What developers are doing about 
problems with integrated software; by John Soat, The Automated 
Office, Oct., p.9. 
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OFFICE AUTOMATION -- PAGE 4 


Servicing Office Automation Equipment-- Take a closer look at 
equipment service, it's fast becoming a whole new ball game; by 
William A. Olcott, Editorial, July, p.7. 


Software Needs A Target-- Integrated software manufacturers lack 
a clear picture of their target market; Memo, Apr., p.19. 


South Carolina's OA Proves Successful-- The key factors for success 
have been dealing with people issues, acquiring senior management 

support, and achieving compatibility; by William A. Saxton and Morris 
Edwards, The Government Office, Apr., p.56. 


Specialized Furniture For Improving The Mailroom-- Flexibility 
and durability are two primary characteristics; Jan., p.53. 


Standardized Software-- The development of software standards depends 
on the adaptation of standardized programming techniques; by David 
Steinbrecher, Automation Outlook, July, p.9. 


System Measures Cost-Effectiveness-- The General Services Admini- 
stration has developed a Professional Productivity Measurement 
System to determine the cost-effectiveness of OA equipment; by 
William A. Saxton and Morris Edwards, The Government Office, Sept., 
p.66. 


Technology Is Always The Answer-- It won't work for you unless it 
fits your company's business goals and long-term strategic plans; 
by David Steinbrecher, Automation Outlook, Jan., p.12. 


Top-Down OA Implementation-- Management support is key to the 
successful implementation of any office automation system; The 
Government Office, Nov., p.19. 


Using Office Design To Improve Productivity-- Many previously 
accepted notions about the impact of office design on job perfor- 
mance are no longer valid; Feb., p.26. 


Westinghouse Opens Its "Ultimate Workplace"-- Westinghouse Furni- 
ture Systems newly renovated headquarters contains the latest 
state-of-the-art technologies; Feb., p.40. 


When The System Crashes-- What to do when the computer fails; by 
Dorothy Sandburg, The Automated Office, Nov., p.83. 


Why Ergonomics Can No Longer Be Ignored-- Ergonomic office envi- 
ronments do significantly improve employee productivity; by M. 
Franz Schneider, July, p.26. 


Wiring The Automated Office-- In selecting a buildings wiring system, 
consider both present and future needs; by Ronald W. Anderson, The 
Automated Office, Part II, Sept., p.33. 


Workstations That Complement Computers-- Hi-tech workstations en- 
hance the productivity of today's office workers; by Sherli Evans, 
May, p.42. 
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OFFICE EQUIPMENT 


A Shopper's Guide To Copier "Consumables"-- To stay up and run- 
ning, all copiers require certain 'consumables' that add additional 
expense for users; by Richard E. Hanson, Aug., p.37. 


Bringing The Outdoors Indoors-- How to successfully bring plants 
into an office environment; by Steven F. DeRochi, June, p.33. 


The Changing Of Character Printers-- Non-impact models are 
becoming affordable, but daisywheel and dot-matrix impact units 
still remain essential for many applications; May, p.56. 


COM Peripheral Products-- An overview of the readers and reader- 
printers that are needed to complete a COM system; Nov., p.58. 


Electronic Typewriters: In Step With The Automated Office-- User 


satisfaction is the prime reason for success; by William M. Cowan, 
Jan., p.43. 


Easy Does It-- United Technologies Communications Co., MO, has 
installed the UTX-1901-M, a completely digital, fully integrated 


voice and data system, in their new headquarters; Systems in Action, 
Sept., p.62. 


The Ergonomics Ball Is Rolling-- How to pick up influential 
advocates, better solutions, and increasing corporate clout; by 
Michael Clevenger, Guest Opinion, July, p.90. 


In-House Printing Offers Many New Options-- Decreasing hardware 


costs have made an in-house approach more attractive; by Brett 
Rutherford, Aug., p.28. 


Lap-Top Personal Computers: How They Compare-- An overview of the 
most advanced lap-top PCs; Feb., p.35. 


Magnetic Storage Media's Continuing Evolution-- As computers get 
faster, the need for higher-density storage and rapid transfer 
increases; by Richard Silva, Sept., p.47. 


The Minicomputer: A Key To An Integrated OA Strategy-- These inter- 
mediate level systems integrate the work of individual users; by 
Glenn H. Keitel, Sept., p.22. 


Paper-Handling Tools For Eliminating Paperwork Bottlenecks-- A 
wide range of devices can keep paper flowing smoothly throughout 
an office; by David Steinbrecher, Feb., p.53. 


Today's Copiers: More For Less-- Discover how your future copier 
will improve your office productivity; by Karen Keer, Dec., p.33. 
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OFFICE EQUIPMENT -- PAGE 2 


Tools For Achieving Mailroom Efficiency-- Today's sophisticated 
mailroom equipment. can produce significant cost savings; Mar., p.48. 


VDT Guidelines Issued By California-- The California office of 
Information Technology has issued ergonomic guidelines for VDT users; 
by William A. Saxton and Morris Edwards, The Government Office, Sept., 
p.64. 


What's New In Fax-- An illustration of some of the latest facsimile 
transmission equipment; Nov., p.70. 


What's New In Shredders-- A roundup of the newest document destroyers 
for records security; Nov., p.68. 
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PERSONNEL 


Assessing Trainees' Attitudes And Abilities-- We need to be care- 
ful that we examine all previous experience of trainees; by Dr. 
Gerald L. Hershey, Training & Education, Mar., p.7l. 


Attributes Of The Successful Trainer-- Training employees requires 
more than job performance; by Dr. Gerald L. Hershey, May, p.82. 


Avoiding Trainee Failure-- An analysis of a few of the most common 
training mistakes; by Dr. Gerald L. Hershey, Training & Education, 
Sept., p.70. 


California Four-Month Pregnancy Leave Law Upheld-- In California, 
employers are required to grant pregnancy disability leave of up 
to four months; by Paul King, Personnel Problem Clinic, Dec., p.78. 


Closing The Gap-- Dramatic change is noted by Rand Study in women's 
wages, but pay rates still won't equalize until the year 2000; by 
Paul King, Personnel Problem Clinic, May, p.94. 


Company Avoids Lawsuits-- A U.S. District Court in Pennsylvania 


vetos tactic by U.S. Steel Corp., by Paul King, Personnel Problem 
Clinic, Jaly,; ps S2. 


Courtesy Determines Business Success-- Carnegie Foundation study 
finds that business success is determined less by skill, more by 
Simple social tact; by Paul King, Mar., p.90. 


Determining Employee Training Needs-- We might be tempted to over- 
look the question, "Who needs training?", by Dr. Gerald L. Hershey, 
Training & Education, Jan., p.82. 


The Employees' Hierarchy Of Greeds-- Companies are devouring them- 
selves from within due to the prevailing corporate ethic; by J. 
Kenneth Matejka and D. Neil Ashworth, Oct., p.24. 


Employees In The Mailroom-- If your outgoing mail is not received 
promptly, check if the address is in the right place, as well as 
the zip code; by Paul King, Personnel Problem Clinic, Nov., p.86. 


Handling The TGIF Early Departures-- TGIF often leads to employees 
taking a longer lunch hour or leaving the office earlier on Friday; 
by Paul King, Personnel Problem Clinic, Nov., p.86. 


Implied Contract-- Fired executive seeks compensation through _ 
court action based on concept of an “implied contract"; by Paul King, 
Personnel Problem Clinic, Jan., p.92. 


In-House Training For Microcomputer Users-- Effective in-house 
training techniques can ease apprehensions and reduce resistance; by 
Ralph L. Kliem, Dec., p.50. 
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PERSONNEL -- PAGE 2 


Knitters Allowed To Work At Home-- Knitted outerwear manufacturers 
will once again be able to hire workers who want to work out of 
their home; by Paul King, Personnel Problem Clinic, June, p.96. 


L.A. On Smoking-- Specific smoking regulations are set by the City 
of Los Angeles, requiring written policy and limited smoking areas; 
by Paul King, Personnel Problem Clinic, Apr., p.90. 


Lowest Salary Increases-- In 1984, salary increases for union mem- 
bers were lowest in 17 years, according to Bureau of Labor Statistics; 
by Paul King, Personnel Problem Clinic, July, p.92. 


Making Human Resources Pay Off-- The transformation of the Personnel 
Department into ‘Human Resources' can be expensive, but cost-effec- 
tive; by David K. Lindo; July, p.44. 


Making The Most Of Temporary Help-- Temporary services is among 
the fastest growing U.S. industries thanks to user benefits; by 
William M. Cowan, Aug., p.32. 


Managing Human Assets: It's Time For New Thinking-- Survival may 
depend on developing new relationships with employees; by Michael 
Beer and Bert A. Spector, Mar., p.26. 


Many Companies-- Companies encourage employees to give up smoking 
by offering prizes or cash bonuses; by Paul King, Personnel Problem 
Clinic, Sept., p.86. 


Median Compensations-- The median compensation for members of the 
Board of Directors at manufacturing companies is $18,900 a year; by 
Paul King, Personnel Problem Clinic, Aug., p.92. 


"Merit" Compensation Systems-- Some simply reward longevity, all 
but ignoring performance and creativity; by Robert H. Meehan, Guest 
Opinion, Sept., p.84. 


Negotiating Union Contracts: Management's Legal Rights-- An overview 
of the legal rights for managers when negotiating a union contract; 
by Paul King, Personnel Problem Clinic, Oct., p.86. 


No One Gets Promoted For Being Outstanding-- It is not being out- 
standing, superior, excellent or even fantastic -- it's being better 
than the alternatives; by Tom Bartlett, Guest Opinion, Oct., p.84. 


Planning the Proper Training Environment-- Too often we assume that 
our current training environment is conducive to effective training; 
by Dr. Gerald L. Hershey, Training & Education, July, p.77. 


Prizes To Employees For Good Performance-- Consider entering the 
names of your best employees in separate pools and drawing 1, 10 or 

100 winners, as you determine sizable rewards; by Paul King, Personnel 
Problem Clinic, Nov., p.86. 
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PERSONNEL -- PAGE 3 


The Problem Of Child Care For Working Mothers Is Receiving 
Increasing Employer Attention-- 1,800 Americans employers now 
provide aid to help employees' child-care needs; by Paul King, 
Personnel Problem Clinic, Sept., p.86. 


Reducing Turnover With The Exit Interview-- The loss of well- 
trained employees is costly, but the management technique described 


here will help your company get back on the right track; by Loi 
Dene Williams, Jan., p.48. 


Replacing Workers-- Most companies would rather replace workers 
with obsolete skills, a survey by ITT Educational Services, Inc., 
concluded; by Paul King, Personnel Problem Clinic, May, p.94. 


Reservists Right To Work-- Noteworthy is a recent ruling upholding 


the re-employment rights of military recuits; by Paul King, Personnel 
Problem Clinic, Nov., p.86. 


Retirement Equity Act-- The recent Retirement Equity Act means 
changes in eligibility to help the pension plans of parents; by 
Paul King, Personnel Problem Clinic, Feb., p.92. 


Salary Negotiation: A Strategy For Success-- Many factors influence 
how much money you can earn; by Ken Swift, Tom Verseput and Brian 
Kleiner, Feb., p.30. 


Sex Discrimination-- If you win a class action suit against for 
sex discrimination, don't crow prematurely; by Paul King, Personnel 
Problem Clinic, Mar., p.90. 


Smoking Lawsuits-- Most offices have agreed to segregate smokers 
from non-smokers; by Paul King, Personnel Problem Clinic, Jan., p.92. 


Union Contract-- The first union contract with the white collar 
employees of Equitable Life Assurance Society, NY, includes a number 
of user-benefits; by Paul King, Personnel Problem Clinic, Apr., p.90. 


Universities Reduce Program Duration-- To avoid taking too much 
work time away from executives, universities are offering shorter 
training programs; by Paul King, Personnel Problem Clinic, Aug., p.92. 


Watch Your Language-- Dismissed female manager sues House repre- 
sentative for sex discrimination; by Paul King, Personnel Problem 
Clinic, Feb., p.92. 


What's New In The No-Smoking-On-The-Job Campaign?-- Newspapers, the 
second home for smokers, are adopting no-smoking in the work area 
rulesj by Paul King, Personnel Problem Clinic, Dec., p.78. 
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PERSONNEL -- PAGE 4 


When Training Adults, Keep The Communications Lines Open-- Adults 
learn best when they clearly understand the need to do so in order 
to attain a specific goal; by E.R. Staples, Manager's Workshop, 
bet. , p16. 


Why Unions' Efforts For A First Contact Fail-- Employer resistance 
to good faith bargaining plays a great role in first contract failure; 
by Paul King, Personnel Problem Clinic, Dec., p.78. 


Wido': Awarded Working Benefits-- Compensation benefits are awarded 
to the widow of a workman who died from the stress of his job; by 
Paul King, Personnel Problem Clinic, June, p.96. 
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RECORDS AUTOMATION 


A Manager's Guide To Document Filing Systems-- Save on costly office 
space and labor with a document management program; by Gail Siragusa, 
Associate Editor, Nov., p.26. 


Archival Records Storage: Microfilm vs. Paper-- The length of time 
a document will be kept, and the cost of available storage space are 
key factors; by Gail Siragusa, Associate Editor, Dec., p.56. 


Automating Document Management-- The computer can store essential 
data about documents; by Bonnie Canning, April, p.5l. 


Bellwethers of Change-- OA was very much on the minds of the atten- 
dees at this fall's Records and Information Management Conference; by 
Bonnie Canning, Records Automation, Nov., p.84. 


Computer Manuals-- Better-than-adequate handbooks can make life 


easier for users of records systems; by Bonnie Canning, Records Auto- 
mation, Feb., p.87. 


Computer Output Microfilm: Where, Why, And How-- There is no ques- 
tion that COM is cost-effective. Now new technologies give it a wider 
range of applications; by John Soat, Associate Editor, Nov., p.54. 


Correspondence Control-- A correspondence control program can ensure 
timely delivery of information throughout a company; by Bonnie Canning, 
Records Automation, June, p.88. 


Document Tracking-- Document response time can be made more efficient 
and systematic if 'tracking' is utilized; by Bonnie Canning, Records 
Automation, Aug., p.86. 


Dramatic Change In Document Retrieval Time Means Dramatic Increase 

In Filing Efficiency-- In today's American Funds Service Co., L.A., 
any one of the 15 million documents on file can be located in seconds; 
Systems in Action, Sept., p.60. 


Excellence On A Shoestring-- Strict goals and milestones paved the 
way for Benedict College's successful records management program; 
Nov., p.64. 


Food Chain Finds COM Speeds Support Services-- Spartan Food Systems, 
Inc., S.C., has turned to a computer assisted micrographic document 
retrieval system; Systems in Action, Dec., p.14. 


Hard Copy Filing Gets Easier-- An overview of some of the many 
available systems for every type of file and filing need; Nov., p.30. 


Micrographics: Evolving To Meet User Needs-- Change is taking place 
in hardware and software enhancements; by Mason Grigsby, Apr., p.44. 


Cont‘ nued... 
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RECORDS AUTOMATION -- PAGE 2 


Micrographics: Technology For Today And Tomorrow-- Microfilm 
systems can act as a bridge to tomorrow's optical disk technology 
while being cost-effective today; by Joseph Wise, Nov., p.34. 


The Optical Disk As An Information Storage Tool-- A look at the 
various formats and their office uses; by Linda W. Helgerson, Apr., 
p.47. 


Reduce File Cabinet Flab-- Automation is not a panacea for all 
records management problems; by Bonnie Canning, Records Automation, 
OSt.5 B77. 


Verbatim Displays Erasable Optical Disk-- Verbatim Corp., CA, 
demonstrates a prototype of an erasable optical disk that could be 
in the market in 1987; Technology Update, Sept., p.17. 
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SECURITY 


Computers Can Make Office Records More Private-- Computers, when 


used properly, can control access to information; by Frank Tetz, 
Mar., p.30. 


Computer Security Programs-- A successful computer security program 
requires the mere effort and cooperation of everyone involved; by 
Belden Menkus, Office Security, Feb., p.87. 


CO Security Function-- Both morally and legally, it's very important 
to maintain the corporate security function; by Belden Menkus, Office 
Security, Apr., p.87. 


Employees Want Security-- A burning issue in American life today is 
employment security; Memo, Jan., p.19. 


IE's Office Security-- Recruitment, training and on-site supervision 
are important considerations when developing a security force; by 
Belden Menkus, Office Security, Aug., p.86. 


Information Security: A Practical Approach-- One of the factors 
associated with producing quality information is the integrity of the 
product; by Edward Staples, Manager's Workshop, Jan., p.79. 


Internal Security: Issues & Answers-- Defenses for controlling 


access are becoming more sophisticated; by Jack Bologna; July, p.33. 


Prevent Data Communication Loss-- Now is the time to look for ways 
to secure your data communications capabilities in case of an emer- 
gency; by Belden Menkus, Office Security, June, p.90. 


Protecting Computers Against The Hazard of Fire-- Your fire protec- 
tion plan need not be expensive; by Bruce M. Gast; Aug., p.50. 


Security Update: Foiling Hackers-- The only way to deter hackers is 
through active security measures; by Francis X. Dzubeck, Data Communi- 
cations, Oct., p.56. 


Thou Shalt Not Copy-- For the last few years, software developers 
have been carrying on a war against illegal copying of software pro- 
grams; by John Soat, The Automated Office, Dec., p.13. 
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SYSTEMS IN ACTION 


ACE Hardware's Micrographics System-- At Ace Hardware, an integrated 
system of micrographic and computer storage means full documentation 
of incoming information, plus some 'hidden advantages'; Systems in 
Action, Apr., p.83. 


AEDC Cable Link Eliminates Mail-- The Arnold Engineering Develop- 
ment Center uses a communications network linking an extensive office 
automation system; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, Feb., p.59. 


A 'Light' Savings-- Avon Products Inc. will save $18,000 due to 
lighting system by SPI, Halo Lighting Division; Systems in Action, 
Jan., p.84. 


An End To Miles Of Paper-- The Travelers Companies saved 154 miles 
of paper in one month; Systems in Action, July, p.64. 


Army Installing Integrated Systems-- The workstations will be in- 
stalled at 349 Army bases throughout the world; by Dr. William A. 
Savyton and Morris Edwards, The Government Office, July, p. 55. 


A State's Assembly Controls OA System-- Maryland's General Assembly 
controls and operates its own automated system which includes 70 
Sperry terminals; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, Feb., p.60. 


Army Program Introduces OA To Trainees Through Use Of Electronic 
Typewriter-- Swintec 8014 Multifunction typewriters were selected for 
the process; by Dr. William A. Saxton and Morris Edwards, The Govern- 
ment Office, May, p.69. 


Audiographics Links Remote Offices-- Its use reduces travel cost and 
speeds decision making; by Dr. William A. Saxton and Morris Edwards, 
The Government Office, Apr., p.55. 


Automatic Turn-Off-- Lights left on in unoccupied areas, produce 
the single largest energy budget expenditure; Systems in Action, June, 
p.82. 


A Weighty Problem-- Planning the modern office can be similar to de- 
Signing the interior of a spacecraft; Systems in Action, May, p.76. 


Beverly Hills Benefits From OA-- To emerge from the technology of the 
1950's, the City of Beverly Hills successfully launched a major office 
automation conversion effort; Systems in Action, Mar., p.81l. 


Built-In Efficiency-- Honeywell system allows that less energy be 
used in a building 55% occupied than when it was 20% occupied; Systems 
in Action, Feb., p.80. 
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SYSTEMS IN ACTION -- PAGE 2 


California Attempts To Improve Productivity Via OA-- California's 
Governor issues mandate to improve productivity by installing an 


integrated OA system; by Dr. William A. Saxton and Morris Edwards, 
The Government Office, Aug., p.59. 


Canada Tests OA With Pilot Projects-- Canadian officials have found 
some key elements in the successful planning of office automation 


systems; by Dr. William A. Saxton and Morris Edwards, The Government 
Office, May, p.70. 


Computers And Strategies-- Outside factors may cause serious problems 


during final implementation of a system; by Alan Hoffberg, ED Perspec- 
tive, May, p.90. 


Crime-Busting Computers-- Two police departments in California link 
their computers to track down suspects, Systems in Action, July, p.64. 


Cuyahoga Steel & Wire, Inc. Keeps Up With Competition-- Ina 
struggling industry, sophisticated data processing helps steel company 
keep on top of orders; Systems in Action, June, p.81l. 


DOD Prefers End-User Computing-- The Department of Defense gains 
productivity by using OA; by Dr. William A. Saxton and Morris Edwards, 
The Government Office, Mar., p.62. 


Easing Communications-- 'The Sacramento Union' daily newspaper esti- 
mates great savings with new electronic voice messaging system; Systems 
in Action, Aug., p.80. 


Economic Woes In The Computer Industry-- User-encouraging software 
should be considered; by John Soat, Automation Outlook, Aug., p.9. 


Efficiency Through Better Management-- The General Services Admini- 
stration notes that more efficient management would further increase 
OA productivity; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, July, p.56. 


FCC Chooses Minis Over Personals-- The Federal Communications Commis- 
sion has selected minicoi.puters with terminals located in individual 
departments to automate office functions; by Dr. William A. Saxton and 
Morris Edwards, The Government Office, Feb., p.60. 


Federal Agencies Feel Awareness Is Necessary For Effective Security-- 
Security is first and foremost a management issue and only secondly 

a technical problem; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, June, p.6l. 


Fiber Optics Will Speed Messages-- More than 5,800 miles of fiber 
cable are being installed at the Federal offices in Washington, D.C.; 
by Dr. William A. Saxton and Morris Edwards, The Government Office, 
p.60. 
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FIC Gets 'On-Line'-- First Interstate Capital, CA, eases its growing 
pains and meets its communication needs with a voice/data system 
designed for small companies; Systems in Action, Aug., p.79. 


FOAC Surveys Examines Status Of Automation Within Federal Offices-- 
The Federal Government will become a significant force in setting 
standards for OA systems; by Dr. William A. Saxton and Morris Edwards, 
The Government Office, Jan., p.7l. 


GSA Develops Efficiency Test-- General Services Administration has 
developed simplified methods to ensure that WP equipment is being used 
cost-effectively; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, Aug., p.59. 


GSA Establishes Prototype Institute-- The General Services Administra- 
tion establishes the National Institute for the Application of Informa- 
tion Technology; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, Mar., p.64. 


GSA Reports On OA Functions-- The General Services Administration 
found document transmission and calendar maintenance as the the office 
functions most often undergoing automation; by Dr. William A. Saxton 
and Morris Edwards, The Government Office, Jan., p.7l. 


How Pacific Bell Made Its Enormous Relocation Work-- A corporate 
move is never an easy task -- but when computer people are involved, it 
requires the utmost in planning; by Michael V. James, June, p.56. 


IRS Implements Incentive Program-- Pay incentives will be awarded to 
clerks who attain or exceed target productivity rates; by Dr. William 
A. Saxton and Morris Edwards, The Government Office, Aug., p.60. 


IRS To Save Money-- IRS will implement paperless system to save bil- 
lions on tax procedures; by Dr. William A. Saxton and Morris Edwards, 
The Government Office, Mar., p.62. 


ITT Intercom Systems Lowers Bank's Telephone Costs-- Banker's Trust 
lowered telephone costs by taking communications into their own hands 
with a sophisticated intercom system; Systems in Action, Jan., p.83. 


Linking Up The City-- The City of Odessa, TX, has installed a system 
linking all city services departments; Systems in Action, Apr., p.84. 


The Military Is Concerned With Security Features When Making PC Pur- 
chases-- The military purchases 10,500 Zenith Z-150 personal computers; 


by Dr. William A. Saxton and Morris Edwards, The Government Office, 
Peb., p.59. 


Missing Children Alert-- A school district in Ohio is using a compu- 
terized system to notify parents when a child is absent from school; 
Systems in Action, Aug., p.80. 
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SYSTEMS IN ACTION -- PAGE 4 


More Efficient Filing-- Farmer's Bank designs a single continuous 
one-part form capable of summarizing up to 21 different accounts 
for any one container; Systems in Action, March, p.82. 


Navy Installs Video Systems-- The systems will reduce travel time 
and increase the speed of decision making; by Dr. William A. Saxton 
and Morris Edwards, The Government Office, Aug., p.60. 


New 'LAN' Improves GSA Productivity-- Thanks to the use of a LAN 

at an office of the General Services Administration, work productivity 
has increased; by Dr. William A. Saxton and Morris Edwards, The 
Government Office, May, p.69. 


New Mexico Issues VDT Regulations-- The standards focus on visual, 
musculoskeletal, and stress-associated problems; by Dr. William A. 
Saxton and Morris Edwards, The Government Office, July, p.56. 


New Network Sets 'DeFacto' Standard-- The Army has implemented a 
prototype network at the Pentagon; by Dr. William A. Saxton and Morris 
Edwards, The Government Office, July, p.56. 


NSA Upgrades Telephone Security-- The National Security Agency has 
contracted with three communications companies to obtain the state- 
of-the-art in secure telephones; by Dr. William A. Saxton and Morris 
Edwards, The Government Office, June, p.62. 


NTIS Adopts OA To Improve Position-- The National Technical Informa- 
tion Service has turned to OA to improve its leadership in working 

for the Federal government; by Dr. William A. Saxton and Morris Edwards, 
The Government Office, Jan., p.72. 


OA Comes To United Artists Cable Systems-- With extensive research 
and careful consideration, as well as support from a local area net- 
work, UAC has developed an OA system; Systems in Action, Feb., p.79. 


OA For Handicapped-- Federal government takes leading role in OA 
support for handicapped workers; by Dr. William A. Saxton and Morris 
Edwards, The Government Office, July, p.55. 


OA Gives Law Firm A Competitive Edge-- Responding to the pressures 
of increased competition, a Denver law firm adopts new business 
techniques; Systems in Action, July, p.63. 


On-Line Information-- Metropolitan Life Insurance, NY, has installed 
a sophisticated on-line computer system; Systems in Action, Jan., p.84. 


Pharmaceutical Cuts Costs-- An integrated system providing data-trans- 
fer and graphics capabilities helps pharmaceutical firm cut costs by 
allowing more in-house work; Systems in Action, May, p.75. 


Continued... 


; . i. 
4 ir ; 
a 
ee 
Hl 
i 
. Pe 
| 
: a . 


SYSTEMS IN ACTION -- PAGE 5 


Phone Calls Being Audited-- The Federal government uses computers 
to catch employees who make excessive personal calls on agency phones; 


by Dr. William A. Saxton and Morris Edwards, The Government Office, 
June, p.6l. 


Playing To Win At Automation-- The Office Automation Game is a 
Simulation of the steps involved in establishing OA programs; by Dr. 
William A. Saxton and Morris Edwards, The Government Office, Jan., p.72. 


Postal Services Likes Multiple Vendors-- Postal Service awards con- 
tracts to eight vendors for the installation of OA equipment; by Dr. 
William A. Saxton and Morris Edwards, The Government Office, June, p.62. 


Primary Concern Is Compatibility-- The NBS lists communications 
capabilities as a top priority for evaluating managers; by Dr. William 
A. Saxton and Morris Edwards, The Government Office, May, p.70. 


Problems With Integrated Software-- "Do It All" software packages 


often sacrifice size and sophistication; by John Soat, The Automated 
Office, Oct., p.9. 


Response Computing-- Phillips Petroleum Co., has implemented a pro- 
gram of software, training and support to make its management more 
"user-responsible'; Systems in Action, May, p.77. 


Saving Key Strokes-- Coroon & Black, an insurance brokerage firm in 


CA, installs four Decmate II word processors; Systems in Action, Mar., 
S. 2. 


Schools Benefit From Network-- Computer network in the Wisconsin 
school system enables the state to create achievement tests; by Dr. 
William A. Saxton and Morris Edwards, The Government Office, June, p.64. 


Security Blanket-- Westec Security of Haverford, PA, blankets its 


operations with a four-user TS 816 computer system; Systems in Action, 
June, p.82. 


Sending Made Simpler-- American Family Insurance chooses Fortune 
System's 32:16 because it can accomodate several users simultaneously 
on each computer; Systems in Action, Feb., p.80. 


Sensitive Structures-- Honeywell's Delta 1000 computer controls 
security, fire, and automation; Systems in Action, Aug., p.80. 


Shoe-Selling System-- Fisher Camuto uses a Qantel System 64 super- 


mMinicomputer system to control its shoe sales; Systems in Action, 
June, p.82. 


Smoke Out-- Elizabethtown Gas Co., NJ, adopts Honeywell F57 flush- 
ceiling electronic air cleaners; Systems in Action, July, p.64. 
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SYSTEMS IN ACTION -- PAGE 6 


Special Attention Given To Ergonomics-- Good ergonomics can solve 
computer-related health problems and improve employee productivity; 


by Dr. William A. Saxton and Morris Edwards, The Government Office, 
May, p.70. 


State's Law Office Adopts Automation-- Connecticut's largest law 
office switches to OA to cope with increasing workload; by Dr. William 
A. Saxton and Morris Edwards, The Government Office, June, p.6l. 


Take A Messaye, Digitally-- Coin Financial designs, manufactures, and 


seils computer systems to automate the processing of loans; Systems 
in Action, Apr., p.84. 


Taking The Sting Out Of Computer Repair-- Plan ahead and choose the 


service that best suits your needs; by Michael B. Chamberlain, July, 
p.48. 


Technology And Tradition-- The 73 year old Gibbs School for secretaries 
recently accomodated the advanced technology of office automation; 
Systems in Action, Mar., p.82. 


They Saw The Light-- New lighting at Central Data's Sunnyvale, CA, 


office saves the company a great amount of money; Systems in Action, 
Apr., p.8é€. 


Training Via Video-- American General selects color digital video 


compression equipment for their video teleconferencing system; Systems 
in Action, May, p.76. 


United Kingdom Turning To OA-- UK officials are turning to OA systems 
to increase efficiency at a time of fiscal frugality; by Dr. William 
A. Saxton and Morris Edwards, The Government Office, June, p.64. 


Watch The Color Monitor-- Lincoln National Bank, IN, adopts Sony 


SMC-70 color graphics computers and Sony 19-inch RGB color monitor; 
Systems in Action, Feb., p.80. 


Where's The Beef?-- A Rexon RX20 system supports Rymer Corporation's 


accounts, billing, invoicing and sdles applications; Systems in Action, 
Jan., p.84. 


White House Expands Network-- A new electronic mail network will 
transmit news to the media nationwide; by Dr. William A. Saxton and 
Morris Edwards, The Government Office, March, p.64. 
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